
Seminar Booking Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request the booking of a seminar on [insert 

topic] scheduled for [insert date and time]. We would like to host this seminar at [insert 

venue/location] and expect approximately [insert number] participants. 

We believe that this seminar will be highly beneficial to [insert purpose or benefit], and we 

would greatly appreciate your support in securing the necessary arrangements. 

Please let us know if this request can be accommodated and if there are any specific 

requirements or further information needed from our side. 

Thank you for considering our request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


